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{2) of Hefavance B provides that extremsly ssnsitive dooue
ments of the 03 may e processad m bhe VIR by p#mﬁmg and sealing
such docomants io an ey (sscond) envel ope with instrusitions "To be ;
openad Only by personnel of [ Dra n’:ﬁ;) {Staff or Uivie
gien)" . " Tn order further be ilaenciry snd faeiiitate the hendling of
guch sengitive materials, black tepe one inch wide, will be used as
followss

a. Envelepos and Smelld Packages - Plack tape is placed diagonally B
on Lrent; two inches down fmr upper yight hond corgsr. Tepe
exbonds around envelops oF packa ge
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b, Boxss -- Blagk tape is placed horigonitally in center erovnd
four sides of bux, :

a, 3 remely sensitive maberial is retired in accordance with !
25X1 , and marked fpsstrict to branch® under Section IT of Form
1666, it will e taupe marked by RID in the menner imdieated in para.

2.8, or b, sbove afber processing such material in RID is completed
and before 1t is sent to the Records Center for storage,
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b, Hetired material nobt "restricted to tranch" will be handled by the
hacords Cenber Staff, DD/S in accordance with existing sxvangenents
afoer procsssing in RID is completad,

WOTE FOR RMOs: A supply of black scoteh tape, one inch wide, is available
4n RID/PPS, Room 1104 I Building, phone |_—_|
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Para., 2,8,(2) of Refersnce § provides that extremely sensitive docu-
monba of tha G5 may be processed %o the VHE W pilacing and sealing
guech docwneats in #n lmer (seeond) enveiops wibtbh instructions E’Ta b
upsnsd only by personnel ol { Braneh), Hg Staff or Divie
sien)®. in owder Purther to identify and facilitate the handling of
such sensitive matserizis, black tape opne ineh wide, will ba used am
Followse

a. bBnvelepss and Small }«"a ckages == Black tape is placed diagonally
on Iyvent, two inches down from uppsr right hand corner. Tape
axtends around envalope or package., :
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-2 dnches
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b, Boxes -- Black tepa is placed horizontally in center around
four sides of hox,

[y
o

Retiremsnt

a, whera extremely sensitive material is retired in aceordance with
25X1 [ ] and marked 9restrict to branch® under Section II of Form

1666, it will be tape merked by RID in the manner indicated in para,

2.a. or b, above aiter processing suvch material in RID iz completed
arnd tefore 1t is sent to the Hecords Center for storage.,
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b, Retired meterial not “restricted to branch” will be nandled by the
Heaords Cenber Stall, DD/S in accordance with existing arrengements
af%er oroesssing in RID is completad,

¢h taps, one inch wide, is available
L Building, phons Bib, 25

EOTE FOR RiDses A supply of black scob

s
in RID/PPS, Room 110k

-4l
—

Approved For Rele&s& 2005/11/21% B1A-RDP7b-00211R000800340014-0 B



- Approved For Release 2005/11/21 : CIA-RDP70-00211R000800340014-0

FETE TR e ans wvyp§ T
~ 4 Fedpwry LY0U

HYTAWDTM FOR:

ds Managemsnt Stafl, DIY/S
Sg zrd DMvisiong

“ea%n“n and Processing of Extremsly Senzitive
e

SURIECT

Ident'

I:1=]

REFRREECES

1 s}

6g
)

Ln Vitsl Materials
Pavz,. 2,8.(2) of Refsronce B provides that exbrensly “ﬁn@ltiV@ docus
V“fBULMMsW)Hm Le processed Bo b It by placing and sealing
such docoments in i Liner (second) Lops with iastractions "7o be

opened only by persuvnnel of ;ufaq“n}q (eﬁnff or Diviu

sion)®,  iIn erﬁaﬂ further to identify &
guch sensitive materials, black tape onse 1nch wzda9 w111 be uged ag
Tollowss

a, Inve
Yk 'f [y

g and Small Packases = Blacgk tope is placed dlagonzally
twe inchaa down from uwppser right hand corner, Ta
axtends awaund apvalope or packege, !
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b, Boxes -- Black taps is placed horizontally in center around
four sides of hbox,

2.  HRetirement

4, Where extremsly sensitive material is retired in aceordance with

25X1 [ and marked ®restyict to branch® under Section II of Form
1666, it will be tape marked by RID in the manner indicated in para,
2.8, or b, above alter processing such material in RID iz completed

and before it is sent %o the Records Center for storage,
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B, Rebired mptorial not Yrogiricted bto bwanch? will be handled by the B
Heocords Ce;m@ f;'i.a.a}9 ID/S in aceordencs with exis‘bin:{ syrongensnbs E
afhey processing in EID is completed. E

;

HOTE FOR Mi0s: A supply of black scoteh taps, ons inch wide, iz available
in H”B/PPWQ Hoom 1304 L Bwlldingz, phone Ej;s..m’l_—,__|
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SUBJECT: (Optional) -

FROM:

DD/P Records Management Officer

NO.

‘Tdentification and Processing of Extremely Sensitive Documents

DATE

23 February 1960

TO: (Officer designation, room number,
building}

and

DATE

OFFICER'S

RECEIVED FORWARDED

INITIALS

COMMENTS (Number each comment to show from whom
to whom. Draw a line across column after each comment.)
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